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1. MUNICIPALITY INSURANCE - ACCIDENTS 

1.1 Insurance on municipal vehicles is paid for and administered by the 
Municipality and covers all accidents and accidental damage. 

1.2 Personal belongings (including cell phones, laptops etc) are not 
covered - employee to arrange own cover. 

1.3 If a radio/tape or radio/CD player without a clip off face is stolen, the 
Municipality will replace once off at replacement value but if a 
radio/tape/CD with a clip off face is stolen the employee will bear the 
replacement cost. 

1 .4 The Municipality has a separate accident cover for injury to the person, 
for cost not covered by the medical aid, up to R1 00,000. 

PROCEDURE 

Accidents - Damage > R2500 

a. The Municipal Driver must: 

Report to Police (within 24 hours) and obtain Case Number and notify 
Fleet Management Services (FMS) 

(1) Complete the Accident Claim Form 

(2) Attach a copy of Identity Document (first page) and Driver’s License 
to Claim Form 

(3) Obtain Three (3) quotes (Contact Fleet Management Services for 
preferred panel beaters); 

(4) All information to be sent to Fleet Management Services for 
authorization once the assessor has approved the claim; 

(5) On completion of repairs, invoice to be sent to Creditors for 
payment. 

b. Fleet Management Services must : 

(1) Record all information on computer and, keep copies of the original 
documentation before it is sent to the Insurance Department for 
authorization. 

(2) Meet with the Insurance Assessor to inspect damage BEFORE 
repairs are done. 

(3) Arrange for FINANCIAL INSTITUTION (FMS) ???(what) to inspect 
vehicle AFTER repairs are done; 

(4) Ensure payment for services rendered is made. 
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Accidents - Damage UNDER R2500 


a. The Driver must : 


Report to Police (within 24 hours) and obtain Case Number and notify Fleet 

Management Services (FMS) 

(1) Complete the Accident Claim Form 

(2) Attach a copy of Identity Document (first page) and Driver’s License 
to Claim Form 

(3) Obtain Three (3) quotes (Contact Fleet Management Services for 
preferred panel beaters); 

(4) All information to be sent to Fleet Management Services for 
authorization once the assessor has approved the claim; 

(5) On completion of repairs, invoice to be sent to Creditors for 
payment. 

b. Fleet Management Services must : 

(1) Record all information on computer and keep copies of the original 
documentation before it is sent to the Insurance Department for 
authorization. 

(2) Arrange for a representative of the Fleet Management Services to 
inspect the vehicle AFTER repairs are done 

(3) Ensure payment for services rendered is made. 

Accident Claims 


a. Any municipal employee involved in a motor vehicle accident with a 
municipal vehicle is still covered by insurance. 

b. Liability in respect to the payment of excess on insurance claims will be 
borne by the employer if the accident was due to no fault of or 
negligence on the part of the employee. 

c. The Municipality has the right to choose / appoint from a panel of 
panelbeaters as approved by the insurance company. 


2. PROCEDURE IN CASES OF NEGLIGENCE 


a. The Municipality in all cases will conduct an investigation in order to 
establish liability. 

1.1 If the accident was due to negligence on the part of the 
employee, unless proven otherwise by the insurance 
municipality findings (see below), a contribution to the excess 
will be imposed on the following basis. 
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• First accident : 

• Second accident 


50% of access 
75% of access 


• Third and subsequent accidents 100% of access 

2.2 In the case of a dispute, an accident enquiry will be held in an 
attempt to determine liability. 

At such an enquiry, the employee will be entitled to present his/her side 
of the case. 

Evidence to rely on may include: 

• Police reports 

• Insurance Municipality assessments 

• Panel-beater assessments 

• Expert opinion 

• Witness testimonies, where available 

• Employee’s accident report/testimony 

Where liability cannot be established, the driver will be given the benefit of the 
doubt 

Claims are accumulated over a 3-year cyclical period from date of 
employment for all new employees. 

Competency testinq/driving lessons 

After the 2 nd accident where the diver has been proven negligent, the driver 
will be required to undergo a driving competence test with Master Drive. 

If the driver fails this test, they will be required to go on an advance driving 
skills course, followed by a re-test. 

If they fail this re-test, then: 

• The municipality will be obliged to reduce its risk exposure and therefore 
the driver will be liable to cover the cost of the municipal vehicle insurance, 
based on the market related premiums for the diver’s current car. 

• This amount will be offset against the driver’s monthly salary. 
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3. WINDSCREEN REPAIRS/REPLACEMENTS 


Windscreen repairs/replacements are not covered by insurance. 
PROCEDURE 


a. Driver to notify Line Manager who authorizes Fleet Management 
Services to replace/repair. 

b. FMS to process orders from respective department to appointed glass 
fitment centre c. Copies of quotations and orders to be kept on file. 

d. FMS will process the invoice once the windscreen has been 
replaced/repaired. 

4. BREAKDOWNS 

4.1 All FML vehicles have AA membership. Driver is issued with an AA 
membership card. 

4.2. In the event of a Breakdown/Accident the vehicle must be towed by an 

AA approved towing service . 

4.3 A temporary AA membership No. 090512278, for Avis FML and 
090510054 for all other vehicles may be used if the driver is not in 
possession of an AA Membership Card (new vehicles etc.). 

PROCEDURE 


The Driver must: 

Phone the AA immediately on the Toll Free No^i 1 17686 (only 
used for Avis FML vehicles) 

Ensure that the vehicle is towec ^safe place e.g. home, panel 
beater, garage etc. 

Inform Fleet Managi snt Services 
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5. STOLEN VEHICLE 
PROCEDURE 
a. The Driver must: 

• Report to Police immediately and obtain a Case Number 

• Notify Fleet Management Services and Line Manager of the relative 
department of the theft. 

• Complete “Motor Theft Claim Form” 

• Attach copy of Identity Document (first page) and Driver’s License to 
the Claim Form 

• Hand all vehicle and gearlock keys (including spare keys) to Fleet 
Management Services 

• Obtain confirmation letter from Police Department (±3 weeks later) 
confirming that vehicle has not been recovered; 


b. Fleet Management Services must: 

• Notify the Insurance Department and the bank if the vehicle is 
financed 

• Obtain settlement amount on vehicle from the bank; 

• Inform Asset Manager; 

• Forward all relevant documentation, including confirmation letter 
from Police Department and all vehicle keys, to the Insurance 
Department for processing; 

• Receive settlement cheque from Insurance Department and forward 
to Financial Institution. 

6. AUTHORISED DRIVERS : 

6.1 Only staff who is in possession of a valid driver’s license and who has 

been tested by the Traffic Department, may drive Municipal vehicles. 

Authorization for additional authorized drivers to be obtained from the 

Line Manager. 

Line Managers will provide municipal employees who have a valid driver’s 
license and have been tested by the Traffic Department with a municipal 
vehicle for the execution of their duties. 
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